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1. Login Screen     

Each Prime Contractor must login just as they do for the on-line bidding process and the CS-6AAA 

electronic form with the same login ID and password.  

 

License – 5 digit Bidder License number on file with DOTD 
Password – Last 4 digits of your tax payer ID 

 
If prime has multiple addresses a bulleted list of their locations will pop up for selection. 
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2. Main Navigation Screen 

Once the prime logs in, they will be directed to the main navigation page. This page has multiple 

sections. Each section can be hidden or shown by clicking on the +/- signs on the left of each 

section. 

 

If there are no records in sublet request, the screen below will appear. 

 

a. Section 1 of Main Screen - Prime Contractor 
 
The top section contains the prime's contact information. 
 

 
 

b. Section 2 of Main Screen 
 
This section contains Sublet Requests that the Prime is currently working on. These are 
requests that have been saved and not yet submitted to the Compliance Section – status is 
’Saved’; requests that have been submitted to the Compliance Section and sent back to the 
prime to make changes - status is ‘Reviewed’; or requests that have been entered but not saved – 
status is blank. This list contains only editable requests. 



 

- 3 - 

 

 

 
 
 

c. Section 3 of Main Screen 
 

Section 3 contains sublet requests that the prime has submitted to the Compliance Section. They can 
see requests that are pending or requests that have been approved in the past 2 weeks. In this section 
the prime can only print out the OMF form. The approved requests will only be displayed for 2 
weeks after the approved date. 

 
 

 
 

d. Section 4 of Main Screen 

The Projects' section lets the prime select an active project. An active project is one that has a 

contract date and no acceptance date.  If there is no contract date in our system or there is already 

an acceptance date, the project will not show up on this list. 

 

 
 
There is a selection in drop down list "Project Not Found" that can be selected if project is not 
found in the list. 
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The prime can send an email message to the Compliance Section stating what project they are 

having issues with. The email will have a "From" address showing the prime's email address 

located at the top of the navigation page. 

 

Once a project is selected, this section will appear. It has all of the project information such as 
project, prime contractor, subcontractor totals and DBE/SBE totals. The prime can either add a 
new Subcontractor or view Subcontractor history. Data cannot be edited on this screen. 
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If the Subcontractor History page is selected, a list of all of the approved subcontractors appears.  

When you click on the link by each subcontractor name, the list of approved items will show.  

 

 
 

 

 

3. OMF Edit Page 

Once the prime contractor selects or deletes an existing request or adds a new subcontractor they 

will be directed to this page. At this point they will enter a sub and assign items to subcontract.  

 

The top section contains the project information. It is the same information that was displayed on 
the previous screen. By clicking on the + sign this section will expand to show all the information 
needed as shown below. Fields with white background can be edited on this screen. 
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a. Subcontractor Selection 

To add a subcontractor, choose the subcontractor name from a drop-down box then click on the 
Select button. 
 
When entering the subcontractor name or tax id a list of possible subcontractors appears in the list 
box.  

When you enter at least three digits or letters of any part of the name or tax id, a dropdown 
selection list of subcontractors will appear that matches the input. Choose a subcontractor then 
click on the Select button.  PLEASE NOTE:  If you cannot find the subcontractor that you are looking for, 
you must contact the Compliance Section at (225) 379-1382. 

Once the subcontractor is selected the Sub's information is displayed. This is editable for the OMF-
1A form. If the sub selected is a DBE/SBE Commitment listed on the approved CS-6AAA, the 
"Load Commitment Items" button appears. If not, no button will appear. 
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b. Select Items:  

After the subcontractor is chosen, the prime can assign items to the subcontract.  Select an item 
from the list then click on the Select button. The quantity and unit price can be changed on each 
item. The edited quantity cannot be greater than the original quantity on the contract. The total 
price is automatically calculated using the quantity and unit price. To delete an item from the 
subcontract click the  symbol.   

Below the table of items are running totals of the selected items. The Sublet total is the total price 
minus the Specialty items total. If sublet total > $10,000 and it’s a federally funded job, the 'OMF-
2A Required' checkbox will automatically be checked. 

 

If the sublet total is > $50,000 the subcontractor needs to have a valid license number with the 
exception of electrical, mechanical and plumbing which are required to have a license if work is in 
excess of $10,000. If the sublet total is > $50,000 while adding sublet items and the subcontractor's 
license number is not numeric (i.e. 00123), the firm does not have the required license and cannot 

be used over the amounts above.  
 
The subcontractor information section will open and the license number will be highlighted too. 
The license number can be edited at this time. The request can be saved even if the license number 
is not changed.   Please note that if the request is > $50,000 and there is no valid license then your 
request will not be approved. 

Once all of the information is filled out a row of buttons will appear. 
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This allows the prime to save this sublet request, print a preview, submit to the Compliance 

Section, or create a new Sublet request. If the request has been saved, a delete button, print button, 

and submit button will be enabled, letting the prime delete that request, print the OMF-1A form, 

or submit the request to the Compliance Section. The request should be submitted after acquiring 

signatures on forms, scanning forms and sending back to Compliance Section via email. Once an 

item is added to the subcontract or changed, the request is automatically saved with a blank status. 

 
When you click on the SAVE Button the below popup will appear: 
 

 

 

When you click on the PRINT Button:  the completed OMF-1A form in PDF format will be 
displayed in a new window. The Print Form button will not be enabled until the Request is saved. 
 

When you click on the SUBMIT Button the below popup will appear:  
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When you click “OK” – the following pop- up will appear:  

 

 

After a request is submitted to the Compliance Section it cannot be changed, unless it is sent back 
for review. At the time of submittal an email will be sent to a group of Compliance staff members 
to review and approve the subcontract.  Once the Compliance Section Reviews the OMF-1A, you 
will either get a “revisions needed” or an “approval” email. 

  

Sample of a REVISIONS NEEDED email:  

 

 

You must click on the link and make revisions and re-submit to Compliance. Decisions will be made 
on a case by case basis as to whether the OMF-1A (and OMF-2A, if necessary) will need to be re-
signed by the Prime and/or Subcontractor. 

Sample of an APPROVED email:  
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IN SUMMARY:  

Once the sublet request is saved, you must print it out, along with all attachments, and obtain 

original signatures. After all documents are signed, the prime must go back to the saved 

document and click on the Submit button. At that time, you also MUST scan and email all 

signed documents to DOTDOMF1ACompliance@la.gov. The prime can click on ‘Send Email to 

Compliance’ on the side menu as shown below, attach documents, and send. 

      

If the sublet needs to be unapproved or you have any questions, do not hesitate to contact the 
Compliance Programs Section at (225) 379-1382. 

mailto:DOTDOMF1ACompliance@la.gov

